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Step 1: Click on Need an Account? 

 

Step 2: Choose VDSS – External from the drop-down menu and then click OK 
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Step 3:  Populate all fields circled in red 

 

 

 

Step 4:  If you work at a local agency, you must choose the agency location of where you work.  Note: If 

you do not work at a local agency, select community partner. 
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Choosing an organization 

Type in the Agency location and click search 

 

Click the radio button beside the appropriate agency and click save. 

Type in Community Partners and click search 

 

Click the radio button beside Community Partners and click save. 

Step 5: On the same page, click select underneath Job Title Field 
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Step 6:  Review the below job titles and type in the appropriate job tile in the search field then click 

search 

**These are the only approved job titles for you to select** 

Job Title 

 Administrative 

 Administrative Supervisor 

 Adult Protective Service (APS)/Child Protective Service (CPS) 

 Adult Protective Service/Child Protective Service Supervisor 

 Adult Protective Services (APS) 

 Adult Protective Services (APS) Supervisor 

 Adult Protective Services/Foster Care 

 Assistant Director 

 Benefit Program Specialist 

 Benefit Program Specialist Supervisor 

Benefits & Family Services (Generic) 

 Benefits Aid 

 Benefits Worker - ABD Medicaid/Auxiliary Grant 

 Benefits Worker - Energy Assistance 

 Benefits Worker - F&C Medicaid/ABD Medicaid 

 Benefits Worker – F&C Medicaid/ABD Medicaid/LTC 
Medicaid 

 Benefits Worker - LTC Medicaid 

 Benefits Worker - SNAP 

 Benefits Worker - SNAP/ABD Medicaid 

 Benefits Worker - SNAP/TANF/F&C Medicaid 

 Benefits Worker - View 

 Benefits Worker & Child Care 

 Child Care 

 Child Care Supervisor 

 Child Care/Child Protective Service (CPS) 

 Child Care/Child Protective Services/View 

 Child Care/Permanency/View 

 Child Protective Service (CPS)/Foster Care (FC) 
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Job Titles continued 

 Child Protective Services (CPS) 

 Child Protective Services (CPS) Supervisor 

 Community Partner 

 CSA Program Coordinator 

 Director 

 Employment Services (ESP) 

Employment Services Supervisor 

Family Services (Child Welfare) 

 Family Services (Generic) 

 Family Services Supervisor (Child Welfare) 

 Family Services Supervisor (Generic) 

 Financial Services Manager I 

 Foster Care (FC) 

 Foster Care (FC) Supervisor 

 Fraud 

 Fraud Supervisor 

 Intern 

 Office Manager 

Other 

Permanency 

Enter your job title and click search.
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Click the radio button beside the appropriate job title and click save 

 

Step 7:  On the same page click select underneath Manager Field 

 

Step 8: Type in the last name of your manager and then click search 

 

Click on the radio button beside the appropriate name and click save 

 

Step 9:  Click Create 

 
Create 


